Forney 1SD ~ Instructional Technology Department

How to Create an Excel Spreadsheet

From TEAMS

1. Open attendance in list view.
2. Press the print button.

3. Highlight the students’ names.
4. Right click and copy

5. Open excel and paste into cell Al. The info will look jumbled don't panic.
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6. Click orf the little clip board drop down menu and choose text import wizard option.
7. Click NEXT on Step 1

8. Put a check mark in the Comma box (this will remove the commas after the last name). Click
NEXT

This screen lets wou set the delimiters wour data contains. ¥ou can see
howe wour text is affected in the preview below,
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9. Click Finish

10. Move any ID numbers that are not lined up in the correct column, change any students
names to reflect what they go by.

11.Delete any columns you don't need. You only need the Last Name, First Name, ID
number. Select the column headings right click and Delete.
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12. File- Save As --- Name it and use the drop down arrow on the save as type box and
choose CSV

13. Click OK to this message

Microsoft Excel

The selected file bvpe does not support workbooks that contain multiple sheets.
f ! 5 « To save only the active sheet, dlick OF.
+ To save all sheets, save them individually using a different file name for each, or choose a file type that supports multiple sheets,

[ Ok, ] [ Cancel ]

14. Click Yes to this message

Microsoft Excel

Sample Class for Examview.csv may contain Features that are not compatible with €54 (Comma delimited). Do you want ta keep the workbook in this

- Format?

\1.) « To keep this Format, which lsaves out any incompatible Features, click Yes.
« To preserve the Featurss, cick Mo, Then save a copy in the latest Excel Format.
« To see what might be Iost, click Help.

[ Yes ] [ Mo ] [ Help ]

15. Now this Spreadsheet can be imported into ExamView

16. Save a separate file for each period
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